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Finance & Division of
Accounts

— AOMinistration

Create a Grant through the Proposal Method
Training Objectives

» Understanding the use of the Entry Template

» Step by Step Instructions on Creating the
Grant Through the Proposal Method

» Create Proposal

* Create Budgets

= Submit Proposal

* Generate Award

= Complete Award Profile

* Finalize Project Budget

= Complete Customer (revenue) Contract




TN Finance & Division of
. Administration | Accounts Excel Template to Enter Grants

Step 1 - Create Proposal Header

Grants Information Entry Template

Prepared by:

Date Prepared:

** Fill in the information below for each grant agreement/Notice of Funding before creating Customer (revenue) Contract in Edison. If the Customer (revenue) Contract
has more than one praject, use Modified GI-Multi worksheet.

Part 1. Create Proposal and Budget: Navigation: FSCM>>Grants>>Proposals>>Maintain Proposal>>Add a New Value tab

Step || Proposal Tab in Edison

Proposal ID # (15 is limit- no spaces ]i

Description (20 is Iimi1]‘Z

Reference Award Number/FAIN & Edison Interdept. Supplier Contract ID ?
Title (30 s limit)

PIID’ /Pl Name (Type in Last name) *

Sponsor ID/Sponsor Name ’

CFDA ©

Start Date”

End Date’

No. Periods Always only one (1)

= - - .

[y
=
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iI" Fi Division of
inance &
. Accounts Excel Template to Enter Grants

— AOMinistration

Step 2 and 3 - Create Location and Project(s)

Grants Information Entry Template

Prepared by:

Date Prepared:

“ Fillin the information below for each grant agreement,/Notice of Funding hefore creating Customer (revenue) Contract in Edison. If the Customer (revenue) Contract
has more than one project, use Modified Gl-Multi worksheet.

Step II|Establish "Location" from Hyperlink in Edison, hecomes Location Tab

—_

Location (choose generic 0000000000 - Tennessee) set up for each project

Step IIl|Projects Tab in Edison (only one project should be checked as a Primary Project & Primary Project should have Primary Location checked)

[

Project ID (15 limit & begins with 2 alpha BU E] [no spaces) !
Project Title (20)-enter desirad description of Project
Department - 5 digit e

Subdivision - 10 digit department e

Institution =To agency (should default in) e
Department Credit - 10 digit one (100%) v

F&A Rate Department - 10 digit one .

= L s - -

=l
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— AOMinistration

iI" Fi Division of
inance &
. Accounts Excel Template to Enter Grants

Step 4 - Create Project Budget Header

Grants Information Entry Template

Prepared by:

Date Prepared.

“ Fill in the information below for each grant agreement/Notice of Funding before creating Customer [revenue) Contract in Edison. If the Customer (revenue) Contract
has more than one project, use Modified GI-Multi worksheet.

Step V|Budget Tah>>Budget Header in Edison

o

Budget ID becomes Activity (funding source] .
Budget ID Description g

[

Activity Type .

[ e ==

Save Proposal (when you have saved proposal in Edison, mark "X" in box)
F&A and Pricing Setup (if applicable, specific to agency| 7 Rate Type " FA Base " Funded Rate "

=
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Division of
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Excel Template to Enter Grants

Step 5 - Create Project Budget

Grants Information Entry Template

Prepared by:

Date Prepared:

has more than one project, use Modified GI-Multi worksheet.

= Fill in the information below for each grant agreement/Notice of Funding before creating Customer {revenue) Contract in Edison. If the Customer (revenue) Contract

Step V

1

Save and then Budget Tab=>Budget Period box "1"hyperlink in Edison
BUDGET® Account Sponsor Direct (Billing Limit) ' . Cost Share
Federal | Interfed Intermatch | Interlocal | Foundation Hongov State Programinc
LABOR_SALARY 70100
FRINGE 70200
TRAVEL 70300
PRINTING 70400
UTILITIES 70500
COMMUNICATION 70600
IMAINT_REPAIR 70700
PROF_SRVC_3RD_F 70800
SUPPLIES 70900
RENT_N_INSUR 71000
WEHICLE 71100
AWARD_INDEMMN 71200
GRANTS 71300
EQUIFMENT 71600
LAND 71700
BUILDING 71800
CONST_MON_BLDG 72000
TRAINING 72100
DATA PROCESSING 72200
PROF_SRVC_STATE 72500
F&A COSTE (automatic in creation of budget) 29040

Total Budget
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— AOMinistration

Division of
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Excel Template to Enter Grants

Submit, Initial Agency Review, Generate, Attributes, Finalize Budget,

Finish Customer Contract,

and Final Review by Agency

Grants Information Entry Template

Prepared by:

Date Prepared:

has more than one project, use Modified GI-Multi worksheet.

= Fill in the information below for each grant agreement/Notice of Funding before creating Customer [revenue) Contract in Edison. If the Customer [revenue) Contract

Step VI

Submit Proposal
#¥ Novigation: F5CM=>Grants=>Proposals>>Submit Proposal

1st REVIEW |Generate (1st Review done before Generate Proposal to Award)

*¥ Navigation: FSCM=>Grants>>Proposals>>Generate Award

=

Change/Review the submit status from "Not submitted” to "Submitted” and save

Review all previously entered information hefore clicking "Generate”

Part 2.

Add "Attributes"
** FSCM=>Grants=>Awards>=Award Profile>>Award tab=>Go To: Attributes

Part 5. Check/Change Rate 5et in Customer Contracts

**FSCM=>Customer Contracts>>Create and Amend=>General Information

Check helow "Attributes for SEFA/SIS Reporting .

1. Click hilling plans hyperlink==click B101 hyperlink

(==

Click on the Process Monitor hyperlink to view run status in order to check errors.

Check Attribute Type Attributes Description In the Billing Default Overrides: Invoice Form "GM_GEN" and Bill By ID
O c Cash 2. Go back to General Information tab=>=Lines tab=>Detail tab==click "Contract
| F Federal Government Change Effective Date o grant start date, check Rate Set from below.
0 N Other than Cash Check Rate Set Description Effective Date
0 R Research O 63001 Federal Revenue
O T Pazs Through O 68002 Federal Capital Grants
2|Go to "Attachments” hyperlink and add attachment such as grant O 53030 Counties
agreement/notice of award. N 68050 Cities
Part 3. | Make Adjustments to Project #* FSCM>>Grants>>Awards>>Project | 52080 Nongovernmental
1{Make Project Type "™ "Grant" or Other (Agency specific). See "Info. 1-18" O 68070 Other State
tah. O 63080 Current Services
Part 4. |Finalize Project Budget #* FSOM>>Grants>>Awards=>>Froject Budgets | 62030 Interdepartmental
1|Check begin and end date. O 63095 Interdepartmental CU
2|Check Cost Share Direct amounts and Sponsor Budget amounts, then "Finalize”. O STAT Statistical or Agency Specific

3. Change Contract Status to "Active” in General Information tab&Save.” Final

Division of Accounts 2019

Page 7




lepartment of .
Finance & Division of
Accounts

— AOMinistration

Creating a New Proposal through the Proposal
Method — Create the Proposal ID

Maintain Proposal

FEind an Existing Value Add a New Value

Business Unit| 32701 |Q
Proposal ID| NEWGRANT] x|
Version 1IDV101

Add

Find an Existing Walue | Add a New Value
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Department of _
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— AOMinistration

Creating a New Proposal through the Proposal Method
Enter the Proposal Header Page Information

Proposal Projocts Budoes Resources Ate abons

Proposal ID NEW GRA

q Description G Descriptor Currency USC ASd 10 My Proposals
% Reference Award Number FAIN 12345 Federal Award Mentification Number FAIN 1234F e

ﬁ “Ttle Grant Title

Long Description | Geant Long Descriphon &

a *P1 1D 00123072 Q 1ame Jr Richard
¢ : X Status
q *Sponsor 1D GRON000COX Q, US DEPT OF ENERGY TN

Version 1D V101

*Proposal Status Oraf

v
P r e 0 Q
To-Award Admenistrator 4 Submit Status: Not Submitied
Purpose Q Generate Status Not
. ™ o)
Proposal Type  New v
In Approval Process
Confdence %
! Facilities & Admin Requested
q CFDA 81214 Q Foreign Application/Component
| NIH Modular Grant
Dve By Budget Express gatonal Information
*Start Date 10012018 *End Date 127312017 No, Periods
Budget Periods Personalize | Fing | £&] EX First ‘& tot1 & Last
Details = PHS Incomes | [
Penod *Start Date *End Date Taeget Sponaor Budget
012016 = 31201 o) ¥ =
Target Sponsor Budget
GoTo Locaten Protocols Companent Setup Leve! Keyworos Gender & Mnority Study Trainee Aributes
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Creating a New Proposal through the Proposal Method
Enter the Proposal Header Page Information

# Description - The description can be twenty (20) alpha/numeric characters, including spaces.
Commas, percent signs, or special characters should not be used.

# Reference Award Number — Information entered depends upon who the grantoris.

* When a Federal sponsoris the grantor/sponsor, the reference award numberis the FAIN
number assigned to the official notice received.

s [fit is a pass-through grant from another state agency, the reference award numberis the
interdepartmental supplier contract number or other identification number reported on the
515 schedule.

# [fit is not Federal or pass-through, this field should be left blank.

#» Federal Award Identification Number (FAIN number) — Information entered depends upon who
the grantoris.

s When a Federal sponsoris the grantor/sponsor, the FAIN numberis the number
assigned to the official notice received.

» [fthisis a pass-through grant of Federal dollars from another state agency, the primary
agency’s Federal grant award FAIN number should be entered here.

» [fthis is a pass-through grant of Federal dollars from a city, county, other state, or entity,
the primary recipients’ Federal grant award’s FAIN number should be entered here.

s [fit is not Federal or pass-through, this field should be left blank.

# Title — The title can be fifty (50) alpha/numeric characters, including spaces. Commas, percent
signs, or special characters should not be used.

#» LongDescription — The long description can be up to 254 alpha/numeric characters. This is an
optional field.

» PIID - The employee |D of the Principal Individual (Pl) assigned to the Customer (revenue)
Contract. Pl's span across business units. The easiest way to look up a Pl is to search by last
name.

» SponsorlD - The customer number for the Sponsor assigned to the Customer (revenue)
Contract.

# Purpose— Thisis an optional field.
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Finance & Division of
Accounts

— AOMinistration

Creating a New Proposal through the Proposal Method
Enter the Proposal Header Page Information

» CFDA- The Catalog of Federal Domestic Assistance number ofthe Proposal/Grant/Customer

(revenue) Contract. Onlyone CFDA can be assigned, butif a Federal Grant has multiple CFDA
numbers, the grant should be broken down into multiple grants. If a grant does nothavea CFDA
number a CFDA number of 00.00 should be used.
» Start Date - Enterthe Start Date.
» The State Date should be the Federal Award beginning date.
» The Start Date defaults to current date.
» The Start Date creates the Begin Date of the Proposal ID, Customer (revenue)

Contract Award Profile, Project ID, Activity, and Project Budget.
» End Date - Enterthe End Date.

» The End Date should be the Federal Award ending date.

» The End Date creates the End Date ofthe Proposal ID, Customer (revenue)
Contract Award Profile, Project ID, Activity, and Project Budget.

» Enter“1” in the “No. Periods” box and click the “Build Periods” button. This will populate
the Budget Period start and end dates. A Proposal/Grant/Customer (revenue) Contract should
only have one period regardless ifthe grantis for one year or multiple years.

» Other fields are optional, and as a general rule should be left as pre-populated or blank.
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:':.' riment o
Finance &
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Creating a New Proposal through the Proposal Method
Establish a Location for Proposal for each Project

¢ Clickonthe “Location” hyperlink to create the location tab (page) in the Proposal.

Division of
Accounts

Budget Periods

Details | PHS Incomes | [FT0
Persod " Siaat Date "End Dt 1
0 W 12 T W)
GoTo | oation Protocols Component Sefup Leve Ky

+ (Once the "Location” hyperlink has been clicked, the Location tab will appear as a page.

Propasa Projects Budgets Resources Certifications Reports Aftachments Location FileMet Interface

Proposal ID NEW_GRANT Version ID V101

Description Grant Description

s Clickonthe Location box and fype in “0000000000" andenter or use the lookupicon to choose
‘0000000000 for State of Tennessee generic location.

A location is required for each Project 1D.

A “Primary” designation is required forthe primary Project ID.

A Congressional Districtis not a required field, although itis marked with a **".

This location is different from the Location chartfield entered for purchasing, accounts
payable, or general ledger transactions.

All other fields should be left as pre-populated through the default.

LA T

¥
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Creating a New Proposal through the Proposal Method
Establish a Location for Proposal for each Project

' L
Forelg v Primary *
‘Congressional District
Country USA nod State Phone
Address 1 STATE OF TENNESSE Ext
Addross 2 Fa

Addross )

City A
County Al Postal A%

"
Sale 'Y
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Creating a New Proposal through the Proposal Method
- Create a Project for the Proposal

Step 4: Create the Project for the Proposal

Division of
Accounts

Clickon the Projects tab. “NEXT_1" defaults in as the Project ID — delete this and enter the desired

Project I1D.
Project Bud
Propossl ID NEWGRANT 0 Wedsiona |l D
Description Grand Degcrppn Qumeng ¥
Proposal Projects Eird
q Froject ID bl Primar ¥
4 “Tithe
Long Descripion
q “Dw ment 32701 L& e 4
q *Subdivision | ke " a
q ''''''' ution D riacts
I et Credil I
PO SPO Contact
F & A Distril o ) B
‘Department 0 Deserplion Locaban v Perie
—+ 321 4
Progect Parcent Shara 0L
oc ocols Component Gander & 5 =
Retum To; oSl
& Return o Searc! M R Acd
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Creating a New Proposal through the Proposal Method
- Create a Project for the Proposal

SPECIALNOTES:

Certain fields on the Projects page (tab) will automatically default in based upon the PI ID that was
entered on the Proposal page. Most of these need to be changed!

»  The Title ofthe Project will defaultwith the Title of the Proposal. Thisis not anissue ifthe
grant only has one project; howeverifthe grant has multiple projects, the Title needs to be

different foreach project. The Title is limited to fifty (50) alpha/numeric characters; however,
it is highly recommended to use no more than thirty.

#  The Department will default with the PI's home Department (10 digits) — this field needs to
reflect a 5 digit department/allotment for the grant and will be the five digit department
associated to the Project ID on the Project Budget.

#  The Subdivision will default with the PI's home Subdivision (5 digits) — this field needs to
reflect the 10 digit allotment/department associated with the grant.

#  The Institution will default as the Agency name. The Institution is a one-to-one relationship

with a business unitandis a required field. F&A or Indirect Cost processing occurs through
the business unit's Institution setup.

» The F&A Distribution Department will defaultin with the PI's home Department (10 digits) —
this field i1s used to create the offset F&A entry and revenue for an indirect cost. This field
needs to reflect the 10 digit department number associated with the grant.

» The Department Credit hyperlink will default the PI's home Department (10 digits) — this field
needs to reflect the 10 digit department number associated with the grant.
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— AOMinistration

Creating a New Proposal through the Proposal Method
- Create a Project for the Proposal

+  Clickonthe Title field and entera Title for the Project ID.

+ Clickonthe Department field and use the lookup icon to select the five (5) digit Budget
department/allotment for the Proposal/Grant/Customer (revenue) Contract.

+ (Clickonthe Subdivision field and use the lookup icon to select the ten (10) digit department for the
Proposal/Grant/Customer (revenue) Contract.

+ Click on the Institution field and use the lookup icon fo find the corresponding Institution forthe
Business Unit

To enter the Department related to F&A Distribution or Indirect Cost Department:

» Clickonthe Department field and enter the desired ten (10) digit department for the
Proposal/Grant/Customer (revenue) Confractand enter 100% in the percentage field.
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Flnance &
— Administration

Creating a New Proposal through the Proposal Method
- Create a Project for the Proposal

Division of
Accounts

The Depariment Credit hyperlink located just across from the Institution needs to be populated.
» Click on the Department Credit hyperlink.

o Clickonthe Department field and use the lookup icon to find the ten (10) digit department for the
grant and enter 100% in the percentage field.

Departmental Credit Percentage

Proposal Project ENNEWFPROJECT

Details Personalize | Find | L | &= First ‘4 10of1 "' Last
*Department Department *Credit %
B273301100 w |0} Clean Water 100.00 +] [=]

Cancel Refresh

» Click OK to return to the Projects tab (page).

Note: Long Description, Dept Contact and Dept Rep are not required fields and do not have to be
populated.
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Creating a New Proposal through the Proposal Method
- Create Budget Header for each Project ID

Step 5: Create the Budget Header for the Project

¢ Clickonthe Budgetstab (page).

The Budget ID becomes the Activity ID once the proposal has been generated into an Award. The
Budget Period “Start and End Dates”™ automatically populate once the Proposal is saved.

* Click the lookup icon beside the Budget ID field and select a standard Activity. FEDERAL is the
default.

o Clickin the Description field and enter the funding source description. The Description should
reflect the Budget 1D through which the Proposal/Grant/Project 1D is funded.

» Click the lookup icon beside the Activity Type field and select the Activity Type. The Activity Type
15 now a required field and should relate fo the Budget ID selected.
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Department of _
TN
— AOMinistration

Creating a New Proposal through the Proposal Method
- Create Budget Header for each Project ID

Proposa ":'i_I"F Budgets ij_‘-'.“‘ul--lil:‘:- Lertific 3bons REDONs Aflachments L 3t FilaMet Interfals
Proposal ID NEW_GRANT Wergion I %101
Description Granf Descripbon Currency LUSD
Froposal Frogect Find | View All Fiest -* o £ Las
Progect ID ENNEWPROJECT Title
Budget Header e 16 A1 E Lt
FEDERAL Q - Federal Funding Souncs
“Budget ID EDERAL Description Federa i Sourcd
"Activity Type FED 04 End Date 1273172017
¥ inciuga in Pr al
Start Date 01012016 cluda in Proposd
Budget Pericd Personalize | Find | &) B Firs? & 1of1 &/ Last
Period siar Date End Dela Armcrnt Progeam Indomss Mumbs of Parbcipang Tramess
120207 Srogram Income
F & A and Pricing Setup Togal
GeTe LoCaion P ol Componen Salup Level Kairwords Ganger & Winonty Study Trainge Aftriputes
) Save | | Molity | 23 Rednesh & Add | Update/Desplay
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FIHEIIIICIE& Eiviﬁiﬁn of
s Administration | “°UM
Creating a New Proposal through the Proposal Method
- Add additional Activities if needed for each Project ID

¢ [f additional Activities are needed, click the plus sign below the Budget Header line to add
additional Budget IDs/Activities.

» Select "View All" on the Proposal Project blue line and "View All" on the Budget Header line fo see
all Activities related to the Project ID associated to the Proposal/Grant/Customer (revenue)

Contract.
Budgets B ounty AMTSC IHOnS Riipons S Tt Flghogl inbarace
Proposal I NEW GRANT Version ID V01
Dascription Gran? Descriphon Currancy USD
Proposal Project Find | View A First "%
Project ID ENNEWPROJECT Tithe Project 1D Tithe
Budget Headar
ENERA Descnipbion Federal Fundng Sounca
Budget 1D FEDERAL v
"Activity Type FED QL End Date 1273172017
. ) Inchude in Propiossl
Start Date meNade In Frop
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Fmance& i
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Creating a New Proposal through the Proposal Method
- Add additional Activities if needed for each Project ID

= Fimd A <}
Project ID ENNEWFROJECT Title Frogect 1D Tite
] nd W i 1
—r D‘:" o + —
FEDERAL | scriplion Federal Funding Solece
4 *Budget 10 =N Tpior }
“Activity Type FED 4 End Date 123172017
| Inchs l I
P R —— *lInclude in Proposa
Budget Period Personalize | Find | & &8 ast
Padiad Cinrt Dl Einl Dl ArPing Presgras I K bir of Pt T e
Frogram Ircome
F & A and Pricing Sebup Tatal
gt 5 S * =
. scriplion Stale Funding Sowts
) Budget 1D
“metivity Type |STATE |£3 End Date 12312017
o Include in Proposal
Start Dute P

Provided that Steps 1 through 5 have been done, the Proposal can now be saved. Entering the
Proposal has time constraints in Edison and it is highly recommended when enterning a Customer
(revenue) Contract through the Proposal method to enter the information necessary to create the
Proposal and at least one Project ID and Project Activity before saving. If saved before completing
Steps 1 through 5, auto-generated Project 1D(s), incorrect Project Activity(s), or improper departments
could result.
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FII‘IEHCE &' Division of

— AOMinistration

Creating a New Proposal through the Proposal Method
Optional Setup Procedures — Add Additional Project(s) &

Activity(s)

Step 7: Optional Setup Procedures — Add Additional Project ID(s) and Activity(s)

» Additional Projects can be added; for each Project ID and Adtivity added:

=

Click the plus sign belowthe "Proposal Projects” Blue line and select *View All" to display all
related Projed IDs.

Click on the Title field and entera Title for the additional Project |D.

Click on the Department field and use the lookup icon to select the five (5) digit Budget
department/allotment for the Proposal/Grant/Customer (revenue) Contract.

Click on the Subdivision field and use the lookup icon to select the ten (10) digit department for
the Proposal/Grant/Customer (revenue) Contract.

Click on the Institution field and use the lookup icon to find the corresponding Institution forthe
Business Unit.

Division of Accounts 2019 Page 22




) riment o L.
Finance & Division of
Accounts

— AOMinistration
Creating a New Proposal through the Proposal Method
Optional Setup Procedures — Add Additional Project(s) &
Activity(s)

To enter the Department related to F&A Distribution or Indirect Cost Department:

» Clickonthe Department field and enter the desired the ten (10) digit department for the
Proposal/Grant/Customer (revenue) Contract and enter 100% in the percentage field.

The Department Credit hyperlink located just across from the Institution needs to be populated.

# Click on the Department Credit hyperlink.

# Click onthe Department field and use the lookup icon fo find the ten (10) digit department for the
grant and enter 100% in the percentage field.

» Click OK fo return to the Project tab (page).
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Finance & Division of
Accounts

— AOMinistration
Creating a New Proposal through the Proposal Method
Optional Setup Procedures — Add Additional Project(s) &
Activity(s)
Create the Budget Header for each Project I1D added.

#» Click onthe Budgets tab (page).

» Clickonthe lookup icon beside the Budget ID field and select a standard Activity. FEDERAL Is
the default.

# Clickin the Description field and enter the funding source description. The Description should
reflect the Budget ID through whichthe Proposal/Grant/Project 1D is funded.

# Clickthe lookup icon beside the Activity Type field and select the Activity Type. The Activity Type
IS now a required field and should relate to the Budget ID selected.

Establish a Location for each Project |1D added.
#» Clickonthe Location page (tab) and click View All.

» Clickonthe Location box and type in “0000000000" and enter or use the lookup icon to choose
“0000000000" for the State of Tennessee generic location foreach Project 1D added.
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Division of
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Creating a New Proposal through the Proposal Method
Create F&A/Indirect Cost for each Project Activity

Proposa

Projects

Proposal ID NEW GRANT

Description Grant Descnption
Proposal Praect

Project ID ENNEWFROJECT
Budget Header

relcRAL

*Budget ID

“Activity Type FED Q

alart Uate 010172016
Budget Pericd
Period Start Date End Date

F & A and Pncing Setup

Budgets | Resources

Amount

Filgded Intertace

Version ID V01

Cumency U3SD

Eind | View Al

Tithe Froject 10 Titie

Find | View 1

Ugscnption Federal Fundng Source

End Date 1273172017
o Include in Proposal

Parsonalize | Find | €

Program Income
Frogram In;oma

Total

Division of Accounts 2019
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Finance & Division of
Accounts

— AOMinistration

Creating a New Proposal through the Proposal Method
Create F&A/Indirect Cost for each Project Activity

Step 8: Create Facilities and Administration (FA/F&A/Indirect Cost) Cost Pricing Setup for each
Project Activity (If not applicable, proceed to step 9)

If the grant being created allows for indirect cost, and the business unit/agency wants to utilize the
automated indirect cost processing functionality, the F&A (Indirect Cost) setup should be done at this
point.

¢ Navigation:
# Clickon FSCM= Grants= Proposal= Maintain Proposal
« Enter a Business Unit and the proper Proposal ID and click on Search.
#» Click on the Budgets page (tab).
= Click on the F&A and Pricing Setup hyperlink.
The FA Rate Type selected will defaultin the applicable Institution’s (Business Unit/agency) FA Base,
FA Rate %, Budget FA Base, and Budget FA Rate %. The FA Base with FA Rate % determines the

expenditures that will produce indirect cost or SFA rows which will ultimately recognize revenue and
produce a billing.
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Creating a New Proposal through the Proposal Method
Create F&A/Indirect Cost for each Project Activity

G BUD FA
F & A and Pricing Setup

Proposal I NEW GRAMNT WVershon L [n ]
Descnipion Oram Titks Budgel I FEDERAL

4 B Insivhdicn Minus Funded Sponsar Minus Funded

"Pricing Wathod | As b e S

"Product AS INCURRED

...... i)
“Rafe Typa
FA Base SLBEN QO Saiaries arsd Soredts abkubon Bt Find | Wiew Al
Efecinee Dabe Fii Rabe %
o Samse &% Institution Sponsor Rates
F& Basa L EMpctive Date FA Rate %
FA Base SLBEN O oy
*Effeceve Dane ™, Fi Rate %

e
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Creating a New Proposal through the Proposal Method
Create F&A/Indirect Cost for each Project Activity

F&A Rates and Bases need fo be established for every billable Activity that should generate F&A
(Indirect Cost) pricing. The system uses the rates and bases to automatically process the F&A

(Indirect Cost) for fransactions using the particular Project ID and Activity.

» On F&A and Pricing Setup page, defaults are “Institution Minus Funded” radio button clicked,
Pricing Method “As Incurred”, and Product "AS_INCURRED." All should be left as defaulted.

» Inthe F&A Set Up section, click the lookup icon to the right of the Rate Type box and look up
a valid value for auto-generated F&A (Indirect Cost) to process. These are uniqueto a
business unit/agency.

» Select the appropriate FA Rate ID for the particular Proposal/Grant/Project ID. FA Rates are
business unit/agency specific.
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Creating a New Proposal through the Proposal Method
Create F&A/Indirect Cost for each Project Activity

GM_BUD_FA
F & A and Pricing Setup

Proposal iD NEW GRANT Version 1D V01
Description Grant Tite Budget ID FEDERAL
Progect ID ENNEWPROJECT

®) insttuton Mines Funded : n40¢ Misvus Fum
. p Loot p Rate Tyr
Contracts Rolated
*Pricing Method | As incured 2 32701
FA Rate 1D Dagns Wit Vv
"Product AS_INCURRED ] .
v
FAA Set Up s i Ve
Look Up a Cance Ba%c LoohD
Rate Type QL
h K
View 100 Fost ¢ o3 L' Last
FA Base SLEEN O SIS AN B 54 fese 1D (w ac2igrton Fnd | View
o 2 on
ﬁ N oot
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Create F&A/Indirect Cost for each Project Activity

The Budget FA Base and the Budget FA Rate % should typically be the same as the Institution’s FA
Rate and Base, and both should have the same effective date. The FA Base and FA Rate % would
be the most recently approved Federal cognizant F&A/Indirect Cost Rate percentage configured by

the Edison FSCM team.

F & A and Pricing Setup

Wersion 10 WVI0Y

Projpec] 10 ENME WP

Effective Dade OFw2014 Fi Rate % 2468
Effective Date 07002014 Fi Rate s 3132

*Effeciive Deie 120HS  [F FA Rate % 7T Fli=

If the funded grant rate is different change here.
Division of Accounts 2019

*Ciisctive Date 070120048 [ FhRates| 1
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If the Grant calls for a different FA Base and FA Rate (normally lower) than the federally approved
rate, then:

1) The Budget FA Rate % would need to be updated and the effective date populated with
the “Start Date” of the grant.

2) If the Budget FA Rate % is lower than the Insfitution rate, a “Waived or WFA" amount will

be produced to the Project ID. These waived F&A amounts will not be recorded in the
general ledger.

o Click OK. The Budget FA Base and FA Rate % will produce the billable SFA rows in Project
Costing and create the 83040 F&A/Indirect Cost portion of the Project Budget if usingthe
automated F&A/Indirect Cost processing. After clicking OK, the Proposal Project screen at the
Budget Header page will re-appear.

o Click Save.

If there is more than one Project |D associated to a Proposal/Grant/Contract (revenue) Contract, F&A
and Pricing Setup must be entered for each Project ID.
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Step 9: Establish Budgets for each Activity

Create the Detailed Budgets

= Click onthe Proposal Budgets tab (page) if you are continuing from the previous step.
s [f not continuing from previous step: Navigation= FSCM= Grants= Proposals= Enter Budget Detail.

First, Create the Billable Budagets for each Project |1D°s Activity(s)

Budgels RS ertifications Reports
Proposal ID NEW_GRANT Version 10
Description Gran! Descriplion Cuwrrency LUSD
Pr F 1 ined | ¥
Proje tID EMN & Tithe |
Fi W A 3 a5
Da F F L M=
o SCTIpOoN Federal Fundeng Sounte
Budget ID U wtior .
"Activity Type FED QL End Date 1273172017
B I chincbes
Start Date > Include in Proposal
Budget Period Personalize | Find | &7 ] B First
::::: od Start Disie End Daie Amouni Frogram Income Mumber of ParBicipantTrainees
é 1 D1O120E 123172017 Frogram ncome
F & A and Pricing Setug Todal

* Clickthe hyperlink Period “1” to bring up the “Enter Budget Detail” page.
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Department of

Finance &

Enter Budget Detail

Division of
Accounts

Proposal NEW_GRANT Cusrency USCO
Version V101 Start Date 0101201
Titte Grant Tite Modutar?
Project ID ENNEWPROJECT Bodget Pensod
Bodget 1D FEDERA Start Date C10OY20168
-] o851 S
Details, CostShare, Justification
Lne Data More Line Data
Line?  BSodget Nema Description Detass Total Dwect Sponsor Divect Cont Shaee

posor Direct

Institution Cost Share

Third Party Cost Share

Total Direct

Reten To Maintan Proposal

o Save

e Select the Budget ltem needed by clicking the lookup icon.

L Retumn to Search =] Noasy

Sponsor FAA

Institution Cost Share FAA

Total FAA

Mandascory Cost share

End Date 1273172017

End Date 127312017

Mea FA Rane

Personaize | Find | %] BN Exst

Inantunon Cost

e Thisd Pasty Cost Share

Total Sponsor Buaget
Total inst C/'S Budget

Total TP C/S Budget

Total Budget

b Last

. Enter the Total Direct amount (funded and billable amount on the award document) for each Budget
ltem. If cents are included in the Total Direct amount, the Sponsor Direct amount will round the value
being entered to the nearest dollar.

Details, CostShare, Justification

Line Data Mcore Line Data

Line = Buaget Roma Description

LABOR_S/Q Satanes and Wages

Detasts Total Direct ponsor Direct
3 E0.000.00 £0.000.00

Division of Accounts 2019

Cost Share

Cost Share

Mandatory Cost share

Personalize | Fino | &2 | &8 First

Institution Cost
Share

Third Party Cost Share
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Division of
Accounts

» Clickthe plus sign if more than one Budget ltem is needed. Enter all Budget ltems needed for each
billable Project's Budget/Activity.

Datails, CostShare, Justification Personalize | Find | &~ | &S First ‘& 15005 ‘& Last

Ling Data | hone Ling Diata

Inatiution Coal

Lirss & Busdged Hema Deseriplion Deetaila Taital Dset Spondaod Dined] Coal Shadfe Mancaiony Cosl ahue Chats Thard Pasty Coal Share
10 |LABOR_S/@, [Salanes and Wages M £0.000.00 60,000.00 Cost Share ] é %] [=]
X FRINGE G |[Erployes Benafits L EN 20000.00 20.000.00 Cosl Share [ + =l
1A 4 : 0 Cerst Shane *| =
40 SUPPLIES QY [Supples =, £0,000.00 50,000.00 Cost Shane [] % [-]
50 GRANTS O \Grants and Subsidies [ 100.000.00 100,00000 Cost Shane | t] (=]
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Notes:

1) Budgetlines are automatically numbered by the system when lines are added. This
numbering has no impact on grants processing.

2) Ifindirect cost will be manually processed, an F&A_COST line would have to be added.
Manual indirect cost processing is addressed fully in the Indirect Cost section of the Grant
Manual.

3) [findirectcost is being processed automatically, the F&A budget line will be automatically
created and does not needto be entered.

4) Review each Project’s Direct/billable budgetto make sure the amount funded is equal to the
funded grant amount(s).

» Click Save once all Budget ltems are entered on the Budget Detail page.
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Second, Create the Budgets for the Cost Shared/Non-billable Project Budget/Activity(s) (if applicable)

Division of
Accounts

- Mavigate to the Budget Header tab to view the Cost Shared/Non-billable Activity(s).

- Click on Pericd “1” on the Budget ID for the appropriate Cost Shared/Non-billable Activity.

Busdgels
Proposal 1D PEW_GRANT Version 100 WI00
Drescriplion Granl DS fpieie Cumency LS
Progect 1D ] Tt
e -
De =
S EHHY
Busdget 1D .
Activity Typs L End Date
] <y » r
Laart Dabe Inchuce in Proposasl
B e P o i IE
Perod St Deate = r b ® e S Lo
- TOQ =
5 P  Se Total
D ==
— ption State Funding Souce
Hudget 1D STATE "
“Activity Type STATE [0 End Date 127342047
- 3
Start Dabe =) InecBudie in Proposal
Budget Period Personalize | Find | 2] R
Persoad Start Dote End Duste Arwasdirs PrOQram Ircames Humbeer of Partecspant Trainess
é 1 TDAROE 122047 Program incomes
F & A st Pricing St Total

- Enter the desired Budget ltem{s) and enter the budget amounts in the Total Direct fields. Once the
amounts are properly cost shared they will not add to the billable value of the Customer (revenue)

Contract.
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Establish Budgets for each Activity

The following screen shot shows the values in the Cost Shared budget before they are Cost Shared:

Enter Budget Detail

Proposal NEW _GRANT

Version Vi1
Tithe Crant Tie
Progect ID ENNEWPROJECT
Budget ID STATE

Details, CostShare, Justification

Ling Data 2 Dala
Lirm 8 Budgst Bems Ciencnphon Dartaaln
i | 1a 1 ¥
AN L} B -]
Hew
3 a
i A & =

Sponsor Deect
Inestituteon Cosl Shane

Third Party Cosl Share

Todal Derect

Currency LISD
Start Date 10002016
Mol
Budged Peried 1

Start Date 10002016

Personaiize | Find | L

Tokal Direct Spanso Direct Coat Share

33000 33,333.00 Cioest Shang
Sponsor FAA

Inestrtuton Cosl Shaee FAA

Tatal FAA

Division of Accounts 2019

Maedasory Cost ai

End Dale 12302017

End Dale 123032017

S

Todal Sponisor Bsdget
Tolal Inst CrS Bwdpetl

Total TR OIS Buedpel

Tiotsl Badget

Iramstiitioe Coan
]

Thers Pasrty Coad Shawe
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Establish Budgets for each Activity

Line#  Budget ltema

Click the Cost Share hyperlink on each Budgetline to bring up the Cost Share page.
Description

Details Total Direct

Sponsor Direct Cost Share  Mandatory Cost share InstuGon Cost

Share
10 LABOR_S/Q,  Salanes and Wages

(i

URLLITLLgR
»

20,000.00 Cost Share \ 0
DO NOT HITENTER.

Clickinthe “Cost Share Percent” field in the Cost Sharing section and enter 100. Tab out of the field.

Cost Share

Hudget Paniod 1

Budget Line Numbar 10
Coat Shari

Starn Date 10
ngj

Budget item |
Total Direct

End Date 127
LABOR_S

AL AR

T
30,000,000 l.‘r.r.-tl Share Percent p.00 =

LT SRR T [iract

Division of Accounts 2019
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¢ Clickinthe Cost Sharing Distribution section and use the lookup icon to select the five (5) digit GL
department specificto the Project ID. Tab out of the field. DO NOT HIT ENTER. This will become the
five digit budget department created on the Cost Sharedlines on the Project ID's budget.

Cost Sharing Distribution

nstitulion Find | View Al First ‘& 1of1 &' Last

“Departrment L} CIS Pt CI1% Direct =

s Clickonthe C/5S Pct inthe Cost Sharing Distribution section under Institution and enter 100. Tab
out ofthe field. DO NOTHIT ENTER.

Cost Sharing Distribution

nstitution Find |[View Al First A 1of1 & Last

*Department 3 5 Pot CI% Direct *l|=
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Cost Shanng must be done to each Budget tem line that is non-billable through the Customer (revenue)
Contract. When a Budget item is properly Cost Shared, no amount will exist in the Sponsor (billable)

Direct Fields for the line, rather the amount will show in the fields for Institution Cost Share.

Click Save when all Budget ltem details have been entered and Cost Shared.

Enter Budget Detail

Proposal MNEW _GRAMNT
Versiom i1
Title Grand Tise
Progect ID ENNEWPRCOJECT

Budget ID STATE

Details, CostShane, Justification

Line Dala Moee Line Data

Line = Budget Rema D= sanriprboes
R_S.0p  Safanes =
RI 0, [=F
R O, ©
Sy, 5
GAAL X

Sponsor Direct
Instituticn Cost Share

Third Panty Cost Share

Total Direct

A
1]
g
b
7

Detsidy

Budge! Period 1

Start Dase TW01201E

Tokal Daect

Sponsor Derect

2320200 uDD

Sponsor FEA

Institwtion Cosl Shane FEA

Tobal FEA

Division of Accounts 2019

Tolal Sponsor Budged

Trd Farty Cost Share

I Todal knsl CrS Budget

Total TR OIS Budged

Total Budget
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Double Check Total Funding

Important note: As a double check always click on the Proposal main page to make sure the
amount of the Target Sponsor Budgetis the total amount being funded by the Award document.

Proposal Progocts Buagets Besources Corthications Rgports Adtac hmants Filehe? Inberface

Proposal 1D NEW_GRAMNT Wersion Iy w101

Descrigrtion  Descriphion Currency USD Agd o My Proposals

Heference Award Number FEIN 12734 Federal Award Identificalson Number FEIMN 12324

*Tithe Maw Grant
Long Description [ K]
I54 ENATACIEds feman i .

*PI 1D (00123078 O, Tambse M Richard J

Simtus
=Sponsor 1D | GROOOOO0000I T, LS DEPT OF EMERGY TH
"Proposal Status [ Draf |
Pre-Award Admdnistrator At Subamil Status: Mot Submmiied
Purpass L= § Generale Stalus Mol Genbraied
“Proposal Type [Maw ~ | M
b g In Approsal Process
Confidencs % [
b Faciities & Admin Requested
CFDA (31 214 i L] Fareign Application Comg-aament
LI M1+ modular Gramt
Due By Bucigat Express Agational Informmation
*Stant Date 1000201 13030 Ho. Periods

Budget Perisds
Details PHS Incomas | [0

Perics * Saart Dale

100 R2016

W 1&E32020

Division of Accounts 2019

Personalize | Find | £ )| S First ‘4 1of1 ‘& Last

Target Sponacr Budget
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Section 3.1.2 - Submit the Proposal

» Navigation:

* F53CM= Grants= Proposals= Submit Proposal.

» Enter Business Unit and selectthe Proposal that needs to be submitted.

Submit PFroposal

%8
LIRS i
{ €444
¢

{

{

* To submit the Proposal, change the Submit Status from “Not Submitted” to “Submitted” and click
Save.
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s Once submitted, a submitted date is populated to the page. Click on the Notify button to send an
email to the appropnate agency personnel that the Proposal has been submitted and needs to be
generated. Use the Review Checklist Attachment 3B, before “Generate the Award” is done.

SuEHTH S SiON

Praposal I MNEW GIRANT Tk © il

Varsion 1D V101 Pl Mame Tambée Jr Richard J

Proposal Status Draf I = Submdt Status | Submitied ~| I

Proposal Valkd From

Heceived i) TranSmissihon By | |

Sponsor Progosal 1D

Sponsor US DEFT OF ENERGY TR

Location =]

Submitied On

1) Save ') hurn o Seanch =] Moty
. -

Syuhmission | O

Once a Proposal is “submitted”, it is ready to be “generated.” When in the “submitted” status, changes
can still be made if moved back to “not submitted” status and saved. If changes were made, it would be
necessary to go through the “Proposal Submission” process again.
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Generate the Award

Section 3.1.3 - Generate the Award

Generating an Award translates the Proposal to the Customer (revenue) Contract.

MNavigation:

= FSCM=Grants=Proposals=Generate Award.
Enter Business Unitand click Search.

Select the Proposal to be generated.

ool o D oB w1

EREIENE

---------------

LR

Division of Accounts 2019
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Genarate Award

_ . _ To Award NEW _GRANT
From Proposal NEW GRAMN = E
O [ : oG Socurity?
From Version V10 Pro-award Spandin Add 1o Grants Porial Sscurity?
i oy’ k'
" Primary Pooject
- 2 . W @ - Progect EN
Froan Progeci EMMEWFROJEC Progec ID Tibk N
Budget Personaiize | Find | L] BN
From Budget Aectraiby D riphion
o EDERAL EDERA) Q1 Fiederal Fungding i
s STATE STATE :'i\_ State Fumndimg Soun i

CHirs e

« Click View All to see additional Project IDs and Activity(s). If a Project ID has been created but does
NOT need to be generated for the award, uncheck the “From Project” box and that Project ID will
not generate for the Award.

» A 'Primary” Project ID hasto exist in order to generate.
« (Once generated, a Proposal cannot be changed.
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Section 3.1.4 - Update Award Profile

The Award Profile houses the Aftributes associated to the Grant Award (reference Part 2) and the
documentation associated to the Grant Award/Customer (revenue) Contract.

« Navigation:

» FS5CM=Grants=Awards=Award Profile.

. Enter Business Unit and Award ID and click on Search.

» Select the desired Award |D.

Aowrard Profile

Find an Existing WValus
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« Click onthe Attributes hyperlink atthe bottom.

HAoward
e
wea MNumber MNotee of Aepee Federal Avasid KlentificaleSn Musmbesr FE IR formben SO0
@ D
A
S
Poal Sowand Soleminis Brasor &
Pudpose =]
Llatus !
Armard Typs ]
CFDA &
Proposal D b
Varsion 1D

tart Dusie 1] X
End Dt h
Proposa o

I ny Project &
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 Click onthe blue plus sign to add needed Aftributes.

o Clickonthe lookup icon to the right of the Atftribute Type and select the Attribute(s) needed for SEFA
reporting. See separate Division of Accounts SEFA reporting instructions.

o Click on View All to see Attributes

o Click Save.

Detail Find | fview 1| First ‘&' 1-2¢0f2 &' Last

= %=
*Attribute Type F QA Faderal Government

Attribute Value

Comments =

"Attribute Type C QFD cash
Attribute Value

Comments [

Division of Accounts 2019 Page 48




Departmentof | vision o

BN Administration | Accounts

Creating a New Proposal through the Proposal Method
Update the Award Profile

> Click on the Award tab and click the Attachments link.

Funcing Inauir AaChernents

e =R WITES Miestones Koy Woras

Awara

Award 1D NEW _GRANT
Reference Award Number Nobce of Award Federal Award Identification Number FEIN number OO0

Title Grant Tme

Long Description | Grant Long Descripbon =
23 Clers e
Award P1 Tambile Jr Rucharda J x Roporing Roso
Sponsos US DEPT OF ENERGY TN
Post Award Administratlors QU
Purpose x
Status | Accepted ~]
Award Type [ Gramnt ~ |
CFDA 21 041 oy
Proposal 1D NEW_GCRANT xQ
Version D VIOt e}
Start Date 10/ 12016 W Altachments
e Click on the Add Attachment button.
'n Gr Attachimenis
Business Unit 32701 Award 1D NEW_GRANT
Details Personalice | Fing | A3 | &8 Las
Vv £ 0o Mame : ;’::; et Uptoader's Marre e tec
en
SGNG LArge ATACHMONts Can Lake SomMe Dme 10 UPICH, therefore e

o attac ments

I ACG Altachment ]
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Section 3.1.5 - Finalize Project Budget

Division of
Accounts

» Navigation:

» FSCM=Grants=Awards=Project Budgets.

* Enter Business Unit and Project ID and click on Search.

Project Budgets

Enter any information youw have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Business Unit: [= ] 32701 Q
Project [begins with w| ENNEWPROJECT Q

Budget Plan ID: (= e

Budget Period: [begins with |

Budget Type: [= v v

Description begins with w|

[Jcase sensitive
Limnit the number of results to (up to 300): (300

Search Clear Basic Search & Save Search Criteria
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» The Budget tem, Fund, Department (5 digit), Account (5 digit), Location CF, Activity, Analysis Type
and Amount are all required fields and will defaultinto the budget. All should be reviewed.
» The most common required changeis the Fund. For example, if the Business Unit/Agency has

multiple funds, the Fund will need to be changed since only one Fund value defaults. If revisions are
needed after the budgetis finalized, corrections should be made by addinglines and finalizing again
andthen subtracting lines and finalizing another time.

» Anun-finalized budget has open boxes, not greyed out as they would appear when finalized.

Note: The following screen shots reflect a smaller personalized view of the Project ID's budget. See
separate document on Personalizing the Project Budget.
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Budget Detail

Project ENNEWPROJECT  Progect ID Titke

Finalizo
Budget Period 1 Begin Date 1001201¢ End Date 12212017 Process Monitor
Project Budget Summary
Cost Share Dwect $8( Curmrency USE Total Budget
Sponsor Budget $240 00000 Security Status Norw
Budget Amounts for Period Personaize | Find | View A3 | &%) s Fust & 199001 0 Last
General Progect Deta Commiment Control Dety Grantts Deta ‘gl
Dudget tem Fund Departmerd Account Location CF Activity Analysis Type  Amount
8A_COSTS Q 11000 Q 32734 Q 8904 Q 19010 Q FEDERA Q BUD Q 1972000 #) =
RINGE Q 2 327 Q (19010 Q@ FEDERA Q [Bu Q 20.000.00, (#] (=
GRANTS Q 11000 Q 327 Q 71300 Q 1901 Q. FEDERA Q 8ul 2 00 %) (=
ABOR _SALARY Q 11000 A 3274 Q 70100 Q 19010 A FEDERA QK Bl A 6000000 #) =
P Q (11000 |Q 3273 Q (70w Q (19010 | Q FEDERA Q@ BUC 4 10,280 00 (#] [=
RAVEL Q 11000 Q 32TM Q 70300 R 19010 Q Q 8ul 2 1000000 #| =
FRINGE Q 11000 'Q 3274 Q 70200 X 15 Q Q CBl Q 666700 4] [=
GRANTS Q 11000 Q 1274 Q 171300 Q 19010 Q STATE Q CB Q 1333300 (#] [=
LABOR_SALARY |Q 11000 Q 327 Q 70100 Q 19010 Q STATE Q CBU Q 2000000 #] [=
SUPPLIE Q 1 y 32T Q 7 Q 19010 | Q STATE Q CBL Q 16.0567.00. 4] (=
TRAVE Q 11000 Q 327 Q 170300 Q1 % STATE Q CB '} 33300 [#] (=

o Save 2 Return o Search =] Noasy
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¢ Click onthe Grants Detall tab to see which lines have been Cost Shared — note the Cost Sharing box

is checked.

Budget Detail
Project

Budget Period

Project Budget Summary

EMMNEWPROJECT

& |7

Cost Share Direct 80,000, 00
Sponsor Budgel $240,000.00

Budget Amounts for Period

Ganizral Eroject Detail Cormmitrment Control Deta
Budpet em Fund Departmserit
F&a_COSTS Qy 11000 |y (32734 Q
FRINGE Gy 11000 C‘:‘ 32734 q
GRANTS @ (11000 |Gy (32734 a,
LABOR_SALARY |Ci 11000 O 32734 Q
SUPPLIES Qy 11000 |y (32734 o
TRAVEL Q1000 |Gy 3373 = |
FRIMNGE G, 11000 Oy (32734 Q,
GRANTS Qy 11000 |y (32734
LABOR_SALARY |O§ 11000 O 32724
SUPPLIES Oy (11000 (O (3273 Q,
TRAVEL G, 11000 |Gy (32734 Q,

Progect 10 Titke

Begin Date 10012016

Currency WUSD

Grants Detail  |IF

e ye

2 p

PR pp

P o p

(=]

(=]

o

(=]

C)

CF

=1

Activity

FEDERAL
FEDERAL
FEDERAL
FEDERAL
FEDERAL
FEDERAL
STATE
STATE
STATE
STATE

STATE

End Date 1273172017 Al Ir-xe-aﬁ Monitor
Total Budget £320.000.00
Security Status Nong

Personalize | Find | view Al | B9 B Fst 4 1010011 & Last

Analbysis Type ;:::;?:;:}::n Coait Sharing

Q, [BUD Q o a

O, |BuUD Q, ] ]|

Q Buo  |a O

& [BUD v} [

3, |BUD Q, (|

, [BUD a, .|

Q, [cBU = 1

& [cBu Q, b

& [cBu aQ )

@, [cBu aQ, O el

Q, [CBU q, =il
£ -3
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- Click Finalize and this message will appear. Click OKL

- Click on Process Monitor hyperlink and Refresh until Run Status is Success and Distribution Status is
posted.

- Click on the Details hyperlink.

Process List Personalize | Find | View an | £2) &£ First ‘A' 1120012 &' Last
Sedect InStanoe Seq. Process Typs Process Name Liser Roum Dabed T e Run States g:::[:im-lm Details
23947851 Application Emgine PC_WRAPPER manyiD117001 033120156 3:21:54PM CDT Success Posted Details

- Click on the Message Log hyperink.

Request Created On 037312016 3-21:54PMW CDOT Parametiars Transfer
Run Anytime After 033120168 3:21:54PM CDT Message Log “iew Locks
Began Process At 03312016 3Z22:.14PM CDT Eatch Timangs
Ended Process At 03731720168 3.24:17PMW CDT Wiew LogiTracea

- Click on the "Message Log” hyperlink, click View All and verify the number of Row(s) Edited with No
Ermors and the number of Row(s) Loaded equal. You may see a lot of other wamings which can be
ignored for budget finalization purposes. Ifthere are errors in the budget creation, please contract
Division of Accounts Grant Accounting Group.

2:24:03PM 0 Row(s) were Edited with Ermors Explain
3:2403PM 11 Row(s) were Edited with Mo Emrmors Explain
3:24-03FP M 11 Row(s) werae Loaded Explain
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Section 3.1.6 - Customer (revenue) Contract Adjustments and Activation
 Navigation:

» FSCM=Customer Contracts= Create and Amend= General Information.

Ganeral Information

LAREAIE J4E 4]

S Crara!

e Type in Contract name or Search by “Processing Status” (choose “Pending” from the dropdown) on
the Find Existing Valuetab.
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o Select the Customer (revenue) Contract requiring completion.

¢ Click onthe Billing Plans hyperlink on the General Tab of the Customer (revenue) Contract.

Contract Number NEW _GRANT Sold To Customer US DEPT OF ENERGY TH

“Contract Status FENDING

Add o My Contracts

Description Grant Tith Processing Status Pending
Contract Admin =1 Amendment Status
Region Code =1 Business Unit Emvironmaent & Congw
Contract Type GRANTS o Contract Classilication Standand
Curren cy Code LSO Last Army hirdd
Exchange Rale T:.lpl.-:-.'.qi-i‘.'. (v Start Date 10012018
Contract Skgned 100172078 i End Date 127302017

Last Update DateTims 03312016 1:44:058M
Last Update Wser 1D manyl1 17001
Separate Fixed Billing and Revenue:
Separate As Incurmed Billing and Revenue

Rerwals Aoyl AlGEabon Suppléemeéntal Data
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e Clickonthe Plan “B101" hyperlink on the Assign Billing Plan page.

Assign Billing Plan

Contract NEW_GRANT Grant Title

Sold To Customer US DEPT OF ENERGY TN

Contract Lines to be Assigned / Unassigned
Line Product Line Description Biling Amount Price Type Mlan Description

AS_INCURRED As Incurred Rale

¢ In the Billing Defaults Overrides section:

» Enterthe Invoice Form: “GM_GEN”
» Enterthe Bill by ID: “GM_CASH”

e Leave all other fields on this page as defaulted in or blank. The Billing Plan will become “Ready”
when the Customer (revenue) Contract status is made “Active.”

Division of Accounts 2019 Page 57




Department of

Finance & Division of

Accounts

TN

— AOMinistration

Creating a New Proposal through the Proposal Metho
Customer Contract Adjustments and Activation

< Billing Plan General
Biling Ptan General Evecss Tax Pararmeters
Contract

Soid To Customer

Bithing Plan

Description Grams As incor

Bitling Method As incured
Customer Information

Bt Unat

*Bill To Customer

1 Unit

Ba To

Currency

Ass

*Billing Status [7 ~] - Aot
<] ¥l Ready at Activation
Transaction Options
8ill Currency [Cor ~]

™ Retainage Options

toms previously Peid a5 Retanages

Addr Nuen 1
Bill To Contact 2 8 Write-off
Billling Options Tolerance Options
Bt Type ( A Clere Approved Minirsum B4 Amount
Bill Source G 4 Direct Ivvoice
Summarization Tempiate 1D
Purchase Order
- FPreview Summarcaton Tempiate
Biling Default Overnides
invoice Form GM_GEN 2
Cycle 10 “« View Customer Defauits
Bl By 10 GM_CASH X Grants Cash B&E by Award
S — - - —~]
Payment Terms - 3
Bdng Inquiry 4
Billing Speciakst
Baling Authocity 2
Letter of Credat information
Letter of Credit 1D 2

Related LOC Document IDs

Contract Line
N

Letier Of Creant

count IO
o aeall 1O Subaccount

View AR | )

Last

LOC Do 10

23 Oote nactive Doc I
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e Click Save.

e Clickthe "Return to Assign Billing Plan” hyperlink at the bottom.

e Clickthe "Retumn to General Information” hyperlink at the bottom.

* Review and make changes needed to the Billing Limit and Accounting Rate Set.

* Clickonthe Linestab.

]

Contract Number NEW GRANT

e Clickonthe “Detail” tab in the Contract Lines section.

e Clickonthe “Contract Terms” hyperlink.

Contrdet Lines =
ener Detail | LOCEDeta Billing Amount Detalls | Revenue Amount Details | [F5#

Actions Line Product Description Price Type Billing Plan

= ACOng 1 AS_INCURRED AS Incurred Rate Panding
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When reviewing the Related Projects page, the Project ID and Activities are both reflected on the
Contract; however, the Billing Limit should only reflect the amount due from the Sponsor/Customer of

the Grant/Contract.

Related Projects

I
1
Contract Number NEW_GRANT Soid To Customer US DEPT OF ENERGY TN
Amendment Number Contract Status PENDING
Contract Line Price Type Rae
Product AS_INCURREC
Description As incurred
PC Business Unit 32701 Q MO Rewview Lim
é Billing Limit 000,00
Revenue Limit Retainage 10
Discount 1D Q Tiered Pricing Tiered Pricng
Associsted Rates Parsonaize d
Efective Date Status R Sedex Rato Set
v| |Rate Se v i R¥
Assoclated Projects & Activities Personalze | 2
"Progect *Activity Description Descripbon
_______ 1D =) ederal Funding Sourc
Q Project 1D Title State Funding Source
Create Project Create Activity All Activites

Return o General Informabion
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s The Federal Rate set (68001) will default as the Associated Rates, and the Effective Date defaults as
01/01/1900, this should always be changed to the start date of the Grant. In order to change the
Effective Date or the Rate Set, a new line must be added.

= To change the Effective Date, click the blue plus sign nextio the Rate Set. The added row will be on
the top and will default with the current date as the Effective Date, but this should be changed to the
official start date of the Grant.

» (Changethe Rate Set from 68001 (Federal) if a different Rate Set is needed.

Associated Rates Personalize | Find | &7 First ‘&' 1-20f2 &' Last
Effective Date Status Rate Selection Rate Set

1100012016 i [Active w| [Rate Set w]| 68001 Q, Rate Set i

2010111200 i [Active wv] [Rate Set w| l63001 ), Rate Set +]|[=]

e Click on Save.

s Clickonthe "Return to General Information™ hyperlink.

o Click onthe General Tab.

General

Contract Number NEW_GRANT Im< Lo Cusiomar C BT o ELEDoY T

Contract Status |PENDING Q I

» Clickthe lookup icon to the right of Contract (revenue) Status and change the status from “Pending”
fo “Active.”
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Note: When changing the Customer (revenue) Contract status, the following error message may appear,
‘A Letter of Credit Reference ID is required at the Contract Line level when the Method of Payment is set
to “Letter of Credit™. Follow these supplemental steps.

%= Click OK in the message.

Message

A Letter of Credit Referance ID is required. (2357 68)
A Letter of Credit Reference 1D s required at the Contract Header level when the Method of Payment is set to “Letter of Credit”
I o I

< Click "More” in the lower right hand cormer of the General Tab for the Customer (revenue)
Contract next to Amount Allocation.

< Click on dropdown to the right of “More” and select Billing Options.

Go Toc Billing Piang Revenys Flgns Milpstone. Renowals Amoynd ASGCaon Wiowe - .(

= Aachments
£l e > Ratan io Semch | Piobly = py——— .{
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<%  Scroll down and change the radio button from Letter of Credit to Cost Reimbursable and save.

Grants Information

() Cost Reimbursable

(&) Letter of Credit

Grants Information

) Cost Reimbursable b

) Letter of Credit

%+ Click back on the General Tab and change the Contract Status from “Pending” to “Active ™

General Lings ATENGMents Biling Options

Contract Number ME

“Contract Status ACTNE

Amendment Number 000

Amend Conract Add to My Confracts
Description Grant Tite Processing Status Aflve
Contract Admin = Amendment Status
Region Code Business Unit Emndronment & Congy
Contract Type GRANTS Contract Classification Standaerd

Currency Code USD Last Amended

Exchange Rate Type CRANT Start Date 1
End Date 1

Last Update DateTime (

Contract Signed 10012016

Contract Role

Last Update User D manydd1 17001
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tures can now be incurred on the GrantAward and billing s able to be processed. [
tures occured beforethe Customer (revenug) Confractwas made active (while ina pending

state)
ficket

e ransacfions would needto be re-priced by the Edison Grants team via an Edison Help Desk
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